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Assistant Director for Operanticns
Executive Director

Funotions and Farther Dewlopment >f Foreign Docwsents Branch,
Office of Oparations

1, Attached are:

&, Revised statement of functions approved for the Forelpn
Documents Braneh of your office, which reseinds all previous
statements in confliat thexewith,

b. Report by the Chisf, Lanagement Bransh, Ak{, covering ihe
recent manapmant survey of the Forvigs Documsnts Trench.

2. The menagement survey report iz furnished for usp and guidanece
in commegtlion with further dewlopwnt of your Foreign Documents Braoneh
and &n soordinating its activities with othar sctivities znd agencles
in the intorests of improving overations and produstion. '

3. Implsmenting action has bteen tuken in conmeetion with parspraph
Fy Section III, of the swrvey rmport.

FOR TH . DIRZOTOR OF CENTRAL INTLLIG-KCEs

25X1
25X1

b ’ 3.5.5.
Exeountive Director

2 Incls,.
1. Statemsnt of furctions
2. Surwy report

ea: hasst. Director for ieports aml Isilaates
Asst, Directer for Collectlon and Dissemination
Exsoutive for Admindetration and danazement
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25X1 L | .
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SURVEY OF FORUION DOCUMNTS TRAXCH, OFFICE OF OPERATIONS

I. PuRpos

sUTVRY ¥ the Napagmasnt Branch, Administration and ianage-—
uxzh:w czn:&: tmngml satagement of the Poreign Dosaments M,
in sosordanos with the request of the Exscutiw Director sontaioed ia 8
semerandua to the Assistant Director for Operstions, dated 6 Yebtreary 174,
subjsct, "Personrsl Tarmover, Toreign Documents Pranch.” The surwy was

initiated on 19 February and was somoleted 9 Mareh 19LB.
II, PINDINGS AND CORCLESION

A. Quneral

Ihimmlnwtdmmmm, with the per-
semrel that 1t has, is gererally both sound and sffective.

1. Sewral written directives constitats the authoriy for
pregent functions. (See Tab A,)

2, TVorwign Documeats Branch functlons have men oonsslidnted
4nto a proposed Puncitonsl statement. (Ses Tad B.)

C. Orgamization

1., The tabls of orgamisation of FDB provides for -
thu: The intarnal orzanization of the Branch is i n Yab
+ 3

It is the opindom of FPB and the survey team that the or-
t.timl atrmfge is sdequate for the perfoymance of the
ons of the Branch,

Turspver ~ The rate of personrsl termover in
B is to a e esuned by factoras beyonS YDB eontrel,
Pastors observed during the murvey which infleente persomel tnrn-
over aysi

s, Steriage )
(1) There is a shertage of stenographers, typis

25X1

ts
truosla A ropestéhers. FUB persomel oeiling is 25X1

wdls only yraang are on duty. Pertomel strength 75
approxdimkte per esnt below eeiling,

Approved For Release 2004/05/05 : CIA-RDP57-00042A000100140021-1
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{(2) The Personcel Branch, Aduinistration and Manage-
mnt, is making ewry effort to recruit necessary psrson-
mi.

b. Aostgments

(1) 3Some eaplaysss are performing duties in additlon
o or entirely differynt from those covered by their Job
deseriptions. Inm addition, smnlayeps work owrtime eltier
voluntarily or by request. These assigmment or mipassign-
ments sre mads in order to mest workload. (3ee Tad D.)

(2) Where possible, ¥IB is corren
wwm&a&m&na ayees to the
positions whigh duties they are perfomming. Overtiass work
will be adnisized when sdditional personnsl is obtained
and will b elizinated when full strengih is reached.

o. orals

(1) 1The sorsls of szployeses iz adversely affweted by
various factors. {Ses Tad E.)

(2) VPorelgn Doousents Bransh periodieslly has soglal
gatberings which tend to improw morale. The classifica-
 45en surwy being mads may faprove norala by possidle
changes in claspification grades.

2. Iaaguags ualiiestiops Imlex

B Mip Dociments “ranch is indexing the langusge
qualifications of its persomrel.

" bs In view of the languege skills required for operations
of the Brazeh, this is a soond mansgement practics. Howewsr,
&Wﬂﬁmﬂhﬁeﬂdhe&am&maﬁawwu
ag qualifications irdex being established by the Per-
somel Bransh, AR,

E. Wark Progrex

1. Duplication of “ranslsiions

- & Exesllaat offorte are being nsds by FOB to avoid dupli-
osate translating of foreipgn-language documents by the Central
Intelligense Agancy and Intalligsnce Advisory Commiites agen-
#tes, Through authorized 1isison, FDB:

(1) Sugaests that TiC agsnciss tefors translating ia~
formation chegk CIA listiogs to determim 1f 1n£cmatian
deniyed has been translated and 4o check further with ™8

~ Approved ForﬁnReﬁgsé EomﬁﬁAﬁogﬁ-&%ﬁﬁ%%oﬁoﬁ@W 3.
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(2) 3uggests that JAC sgenciss identify their trans-
lations bty original author and title.

(3) Suggests that other govermment agansies notify
CIA of tramslstions sads by thes shich may be of intelli-
gence value.,

(k) Escourages private organizatfons such as the
mﬁnr Library, stc., to sand osoples of tranglations ¢o -
CIA,

bs, Foreign Documents Brench suggests that intelligenos in-
formation translations aade Ly CIA, TAC, snd other organisa~-
tions be obtained ard listed by CIA, and such 1ists be disseai-
asted o avoid sny peasible duplicating in tranalating, Fore
oign Dovumenta Bramiy, Reference Center, and Nanagemsnt Branch
ars cooperstiwly working om this suggestion to determine the
best method of sccoaplishment,

¢. Foreiga Documents Pranch, Heference Center, and idanage~
ment Branch are examining the fsasibility of allecating trans-
lating responsibilities to CIA and IAC sgencies which would
oonfine major translating efforts to ths varieus intelligence
agenoles to spocific fields and thereby eliminate much uaneces-
saxy dupliecation.

' de Foreign Doouments Bremch 13 emcouraged to continus iis
‘activities in avoiding duplicate translating efforts in govemn-

mant,
2, Werkload inm Serseni g
Be tured Becuments
(1) Vvolume:
On hand to bde scree Juns 19&75/ 230,
- md, 5200
Balance (o be screened, March 15LB 30,000
Seocsived since Jume 1747 270,000
Soveanpd 300,000
Balanos to be soreensd, liarch 1548 10,000
Total documents to bde sorwermd, Harch 1948 100,000
Awrage mw receipts per month 20,000
17 Tata ¥UE, CIX asswand activily
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(2) A determination has been mde through sn initisl
rough=saresning that the 100,000 documenta on hand contaln
intelligenoe information. A fine-streening operatlon will
be performed to sumsarise specific imtellizence informa~
tion onto intslligence catalog cards. To scresn the docu-
ments now on hard wlll reguire working effort as follaws:

100,000 documents = 4,000 man-days
P33 Emné T ra-screened
per nan-dxy

Q00 man-days a lHe maneysars
ZLo vorkia}gkaays per year

(3) With tbe nuuber of FDB personnel oresently work-
ing on sereening, the reriod of time regulred is:

16 rman - L years
i employses press @l
gaged in FOB operation

(L) Additicnal working effort will be reguired to
both rough- ard fine-scresn aporoximately 20,000 documents
being received each month,

b. Captared Jaranese Documents
(1) Volume:

Or hand to be sorecned, Deocasber 1%65/ 1,000,000

Soresred and disposed oft

To Rationsl Archives 500,000

To library of Coigress 125,@

To Departesent of Commerce

FMine-gscreemnd and retainad by CIA M 730,000

Balanoe o bte screcned, March 1948 300,000
(2) ®Bight FDB empioyees are assigned to scresniag of
captured Japarepe documernts, A determination will be made
whather the 300,000 decemsnts on hand have intellipsnce in-
foraation. FDB states that with presently assizmed person-
nel a roughescreening op-ration will ba completed end dog-
uments of ae intelli:ence valus will be transflerred out of
CIA by 1 July 1548. The remalning dooumsnts w11l have to
be fins-screened tc iLdentify and abstract specific intale

27 Dale 7DB, CI1h assueed activily
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lienes inforeation.

S+ A plan of operation 13 meeded by FDR to permit the ex-
poditicus saresning and exploiting of ceptured documents so
that the infarmatios can be zade available snd utilized as
surrently as possibls.

3. Coordination in Seroening

&« At the present tisme sdequate coordination is lasking
between CIA and the Departaest of the iray ia the cwerseas se-
lsction of captured Cersan dooumenss for intalligence exploita-
tion. As s resqlt, the s of mary docusents of no iatel.
ligenoe value has csumed & in screening that will re-
guire a period of jears for ¥UB to eliminmie. This dacilog i
sontinnally increasing duwe o the meceipt of acproximataly
26,000 docusents per month,

be It is spparent thai 2 nesd axists for a wmll icntegrated
program for the overseas selection or rejection of documents.
Such a program woulds

(1) Hnisize the merber of worthlsss documents shaipped
to this country for intelligence expleitation.

{2) Beduce the overall length of time reguired to com-
plete the ascreering and explolting of ceptured Cerman dosu-
ata,

(3) Permit persomwel who are now sereening and explolte
ing these documentis to perform sors current operatisns,

(k) Beduee the oversll cost of the project.
k. Exploftation sré Evaluation

&. Operatione of Present I'rogram

(1) Forelgs Doouments Branch dilises"Zatimates of In-
telligencs Target Potential® doveloped by the Offies af Re-
ports and Estimates as its primary requirenents and prior-
1%y gulds far operations. FDB states that it receliwss ade-
quate regkirements and rriorfities by area and sudjest for

(2) Foreign Decuments Branch prepares Intellipenes
Catalog Cards for eaptured Cerman doeuments thst have in-
telligence vl ue. Thess cards are disseminated through
the Office of Cellesotion and Dissemination to the Refer-
snce Center and to IAC spancles,
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esptured foreige doouments, current foreign periodicals
and the foreign press are preparsd pursuant to estadblished
requiremsnts snd priorities and are dissepinated throush
0G0,

(k) Only 1D per cent of the abstracts from current
periodicals prospt collsetion directivas for further ex-
ploitation, Otber collection directives requesting iafor-
mation by subject, area or titls are receivad and ful-
£1illed,

(5) Sequence of exploiting and translating information
gspecifically recussted 1: determined by 00D after dlscus-
sion with FDB as to the document content,

(6) A1} exploitations and translations, with the ey
ception of those for the Office of Special Operations
whare security requires, are ai ;resent prapared as the ra-
ault of collection directives ar inforasl 20D direction,

{7) Requesters fumishite OCD evaluations showing
timgliness and sdequany of service. ORE dotermines the
value in relation to fistional intelligencs of the transla-
tions or intelligence information furnished.

b, Anslysis of Present !rograa

(1) The intelliicerwe analysts in CIA and the IAC agsn-
oies are prespntly resporsible: (a) for reguesting for-
eign docwmeniary informmtion on a given sablect or ared;
(b) for identifying intclligence dats requiring transls-
tion through study of sbstracts preparad by FUB.

(2) Preparution mxwi dissenimtion of Iutellienoe
Catalog Cards for saptired OGerman documenis and sustrests
for periedicals and press is duplication of the explofita-
tion process 1f messaralers subsequently requlre Tell
trasslations of zaterial sbstracted.

(3) Before intslligence snalysis receive signifisant
intelligenee information gontained in foreign-langnage
dosmmsnts, in a report fomm, several gquestionable time-
conpuming operations ocorary vis., Intalligence Catalog
Cards which list intellipenae information contalned in Cer-
man doguments are prepared by FUB and disseminated by OCD;
sbstracts which swmarize intelliysroe information of aigh
priority from otler mgterial are prepared Yy 7DB and dis-
seminated by OCD; analysts in intelligence agenciss re-
visw Intelligence Catalop Cards and/or abstracts to deter-
aing if further exploitntion of inform tien listed is need-
ed for their staff intellisence purposss; when further exe
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pleitation is required, or when tramslating or abstrasting
of a non-dbstracted document 1s reeded;, requests ar seni
to OCD1 OCD consults witk FDE to astertain the hraasch work-
M and the impartange of the contents of pertiment for-
documents far the purpose of establisning

prx.mm- for exploiting and translaticg tasksy €D im~
suss collestion dlrctives to 7IB; FDB exploits and pre-
pares an appropriate Information report; 00D dissesinates
this report.

(k) The presemt practice of OCD detedalning sequence
of trenslating intelll;ence information contaimed in for-
eign dosumnts is inefriclemt. COnly FDR bhas facllities
for knowing content of dooumsnts t0 be exploited and knows
ita presemt workload, At presant, FOB must furnisk this
information to 0CD before a priority deteemlnatiosn san ba
Mt

{5) Foreigrn Doouscnts Bransh is unsble to estadblish
and to isplesent a short-temm and long-rasge prograz for
exploitation of doouments bLecause individual unrelated col-
lection directives do rot permit 2 systematic producstion
Prograk,

{6) It is éiffioull for an ORE evaluator to deter-
uine the intellicence sigmificance of infornstion trans-
lated at the recuest of TAC agencles for thair staff intel-
ligenee estimates, OR: evaluations of sibatantive contant
in DB information reports which are prepssred in reply to
sollection directives do mot falrly refleet TDB's effec~
tiveness because LB has no reaponsibility for deterzine
ing substantive eontent of informetfon furnished.

(7) The recusster's eriticlsm furnishad to 0CD of ade-
quagy and timelimmgs of servics does not take into sccount
the nriority schedulin; isherent in FDR operations.

¢. Propossd Progras

(1) A progrsm orfisinally suggesied by 7DB should be
considared, Under this progres, DU would designats & por-
tlon of 1ts stafl to make, without speeific collection di-
reciives, exploltations and compilations of intellicence

aaterial in both ssplared and surrent foreign-languspe
docmmnts. Such cospllations would fall within recuire-
ments and priorities by sres and subject 33 developed by
ORE, An example of such requirements and prioritiss i.a
the "Estimates of Intelligence Target Potantial® as de~
velepsd by OiE, Zstablished intellipenoe reguirements
which can te fulfilled %3 inforwmtion contained in foraign-
lm &mta mcmld be satisfied oy the compiletions
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(2) In addition to the program for expleiting and pre-
paring coapllations cutlinmed anove, PDB would contime:s

(a) To prepere for dissemination a limited sume
ber of abstreets of priority material which would mot,
becanse of wrkload, be included in cerrently rreparsd
sospilations,

{b) To fulfiil collsction directiwes which will
include reqiests for translatin: servies; howsver, it
is anttcipsiad that the nusber of sollisetion Sireetives
would sventially ba reduced if all ussrs of this mate-
rial wers inforesd that FDB was working on planned co-
ordirnsted equiremants and that translated material
would sutomatically be dlssenimated, Collscticn re-
quests wouki be T™eonived by Refereiice Center fur detsr-
nination of the avallsbility of already tranalnted and
other English-langua ®» material, =bich may satisfy the
request,

(3) Poreign Docmmants Branch would establish seqguence
of individual trasslation tasks required to implement the
total progras pirsuant to 2stablisbed requirement snd pri-
ority guides,

(4) Intelligence Cataleg Cards for ciptured (erman
dotuments containing intellipgence {aforsation would com~
times to be prepared by OB and disseminated.

(5) Office of Reporis and Estimates would furrish to
FDB svaluations of the intellipence informetion eanimined
in compilations to guide FDB in the future selsction and
development of int 1ligmwee information to be included in
cenpilations.

d. Advantages of Proposed Program

(1) The campilation prograx would parzit a lopical
method of short-ters snd losg-rangs exploitation af decu~
ments compared with tha nresent method of jJumping from col-
lection direotivwe te easllimetion dimective.

{2) The capllation provras would urovide rescsrchor:
in the intelligenee sgancles, without mequest on their
part, sipmificant int:-1liigence infamation in a forz which
would permit imiediate utilization,

{3) Intelligenee inrormatiocn Wy area and subject pres—
ently requested threugh collection directives wouls to &
large degres bo astomstically furnished under the proyirsed
oampilation program and would b zuffletient to ansver. es-
tadlished intelliwnce requirsssnts. This progres would

Approved For Release 2004/05/05 : CIA-RDP57-00042A000100140021-1
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finally result in a substantial reduction of collsction di-
reciives.

(L) Reforsroe Center recsiving collastion regeesta
would further sindsime the muabar of gollection directiwes
referred to FDB.

(5) The compilation progras wmild progressively re-
duce the mmber of sbetrsets prepared and would when ¥oR
is eurrent in its explaiting aetivities;, sliminate need
for issuing sbstresis.

{6) Imelusion of the oompilation program in FTB's
work plan vould sevelernts redaction of bhsklog in exploit-
ing caplured docuwmnts.

(7) The sxpledtat trasslating an dissemiration
provedures nm:a;lif“w would be substantially sime
plified with consecuent saving in working time and effort.

(8) O ewnlustions of FDB sospilaticns would reflect
OB effectivenans in salecting matarial for compilstions
and would indionts where further galdance in selsoilon and
priorities from OFF is reoassary.

5. Abstrsct Reperds

8, Published roparts contalning abstrscts bave iniiess by
titls of the documants fron which the sbetrmots were imken,
Thers is o cross mfereace frem the indices to the abatrests,
making Lt Aiffioult amd timm-consueing for the reader o locats
a psrtionlsr abstraot,

be Oross references are boing added to the indloes of fu-
turs published abstcact reports,

6. Records Disposition

&, Poreign Dosuments Yranch cireulates lists to its divi-
sions for review and moommndation as to the disposition or
retention of foreliga-lungusge documents to which CIA has title,
1ists of those docwemnis recomyerded for dizposition sie sent
to Centyral Records.

be Porelign Dosamnts Jranch is in a position to recommend
final disposition of forely dooumetes to which CIA
has title without haring 1 sdeitted to TAC agencies for
thelr recorsendations as to iisposition.

-
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E. Eork Ml‘ﬁm

1. Spase

a. Ths spass allotted to FDB is not being adequately
utilised dee prisarily to the storags of umscfeansd documents.
¥hen dosumsnts not required for opuraticns are removed, addi-
tional space will he avallnbls,

be Better utilization of availsble spase w#ill resell in s
more scencaical work flow. FDB is swsre of this problss and
plans to change the piysicnl loocation of organisational divi-
sions upon the transfar of doouments no longer required, DB
states this ohanse should be gomplated neior te 1 July 1943,

2. Zguipment

A, Forsign Docoumeris Franch i3 operating a nimsograph ma-
chins, Under semorandem of 10 June 19H7 by tke Exsentive Di-
rector, all duplicating egudpment in FI® was crdered trems-
forred to Services Nranch, ARN,

be Serviess Branch wss notified of ths existerme of the
mineograph machine in FOB, and FUB kas agreed to take izsedi-
ate agtion to trarafer the mashine to Services Branch.

3. Contral Filas

as Zach diviston and/or sseiion malntains various types
of card filss which are related to the w=ork of the pariicular
section. Malntenanse of ths files reguires the time of em~
ploysss in the operating divisions.

b, Filing of tae cards msaticned sbove iz a routime cleri-
eal opsration and should 1ot be perforsed Yy skilled oparating
personmsl. These card filss should be centralised in one loce-
tion wimre they cas be malalained by ocse umit. Thus the tiae
norzally spent by eperating sersomnel on the activity wuld be
utilised to greater advestags. FIB agrees to centralise files
immdistely to the asximwm dogres consistent with effi~lent
oparationa,

I1I. Becommndatione
A, Functions

The propomed fanctional sta ement for the Perelgn Documents Dranah,
00, attached &s Tab B, be spproved and that all previous fumctionad
statements for the Yorelign Documentis Branch teg=ther with sections of
other Tunctional statements th:at ars in conflict with the proposed
statemsnt for YOB be res¢inded, -
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B, Personnel Turmover

Poreign Docwmats Pranch and tie Persosnel Dranch, AN, cortinee
to take positive sction to ssoquire and to retain g fied personnal,

Duplication of Tranmlatlons

1. Porelgn Docwsents Branch torough authorized liaisor comtin-
w its efforts to svoid duplicate translating of forsign-languame
doowments within CIA aml IAC by cugzgestions and recommsndations to
inmtalligence sgencles and ciier organi:ations as set forth in para-

graph I1,2,1a sbove,

2. Liste of translaticns =f intelligence infersetion made by
CIa, TAC and other ageacies t» psepared and dissepdneted ir stcord-
anes with an spprowved mrogram developed Jointly by the Foreige
Docwment.s Brunoh, Pelferende Center, and danagemsnt Branch.

3+ The profest of explering the fessihility ¢f allogati
major transiation respansibilisies %o {IA and IAC agenelss being
conduoting Jointly by FDS, Refarence Center and Ysnagessent Uranch
be completed and recoswendaticons be sudaltted for approprizte ace-
tion as sgon a8 pessidla,

De Foritlosd in Sereening

Foreign Docusenis Hrangh develep and lmplement a plan for the so-
osloration of seresning eapitured doouments, Thim plan will orovids
for momthly production quotas, persomel assigguents, and target dates
for completion of screening docwments now on hand.

B« Cooxdination 3_1! ~Mv ; E‘

Tiw Interdepartaesial Goordiaating and Flanning Staff be acked %o
spoarimad an integrated progras: for ihe overseds selsttion of captured
German dosments of inlellipoce value 0 nininise the mmber of worth-
issa esptursd Cermaen docusants shlpped to tals covntry for lotelligencs
exploitation,

Exploitation and Evalusilon

The proposed progrum ss outlined in paragrach I1,E,hk,e of tiis ve~
port be approwd and put iato sffhot,

G, Review
The Usnagement Branch, Akd, make a general followesp review of the

organization and operations of ti» Forsign Doocuwssnts Franch withir six
nonths from date of this report.

L 20 N 2% 2B I
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